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                              From	 To


Agency/Department:      
	Evaluation Type:
|_| Annual
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|_| Merit
|_| Probation 
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|_| Mid-Cycle
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Complete this form during the Performance Planning milestone to describe expectations within each competency area. Supervisors should use this form to guide performance planning conversations with employees and ensure a shared understanding exists for all competency areas. 
	COMPETENCY
	ACTION PLAN SPECIFICS

	Job Knowledge/Skills:
· Possesses sufficient skills and knowledge to perform key components of the job. 
· Stays up to date with changes related to technology, program regulations, or other requirements of the job. 
· Understands department mission, role, and departmental operations.

	·      

	Work Habits/Quality:
· Plans and organizes work to accomplish assigned duties with speed and accuracy. 
· Makes good use of time and meets timeframes for assignments. 
· Follows policies and procedures. 
· Pays attention to important details. 
· Case narratives are well written, concise, and measurable. 
· Submits work with minimal errors.

	·      

	Interpersonal Skills:
· Shows respect and consideration for others. 
· Fosters and maintains positive working relationships. 
· Maintains professional conduct and exhibits courtesy.
· Uses appropriate business-like communication to accomplish job duties. 
· Works cooperatively in groups and demonstrates leadership skills when appropriate.
· Maintains a professional demeanor when interacting with members of the public.

	·      




	COMPETENCY
	ACTION PLAN SPECIFICS

	Productivity/Effectiveness:
· Completes work accurately, thoroughly, and neatly.
· Completes volume of work that meets established standards.
· Identifies work related problems and finds, recommends, and implements effective solutions as appropriate.
· Accepts ownership and responsibility for the job.

	·      

	Attendance/Punctuality:
· Is at work on time and is ready to work.
· Adheres to assigned work schedule.
· Requests time off in advance for planned absences.
· Follows policy/procedure for unexpected absences.

	·      
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